Introduction
In order to insert documents as Exhibits/Attachments in an SCM Contract Document, the file type needs

to be TIF.

There are many options to convert documents into a TIF file. The process used is determined by the
starting file type (paper or PDF) and the software/devices available for the conversion.

This handout will cover using a Multi-Function Device and/or Adobe Acrobat Pro Software to convert a
multi-page document into individual TIF files and inserting them into an SCM Contract Document.

Process Comparison Chart

Adobe Acrobat Pro Software Multi-Function Device
File Type needed e PDF e Paper Document
to start

document

conversion

# Process Steps e 7 steps e 13 steps

TIF file Insert e Allin One Batch e Allin One Batch
Process into SCM

Cost e Software* ($5/month per e  Multi-Function Device* with
machine installed) scanning to TIF capability

Potential If document is in paper format: If document is in electronic format:
Additional Cost e Multi-Function Device* with e Paper*

scanning to TIF capability e |nk*

e Keeps integrity of images (good e Most State Agencies already

_ readability) own Multi-Function Devices

e Directly Saves PDFs to TIF e Directly Scans images to TIF

e Some State Agencies may not e Loss of image integrity (poor
already own the software readability)

e If document is in paper format, e |f document isin electronic
then there will be a need to format, then there will be cost
scan it as a PDF or use the of paper and ink

Multi-Function Device process

* The cost of the software/device/product is assuming that it is not currently
available or purchased by the State Agency
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Adobe Acrobat Pro Process
Follow these steps to convert a PDF to a TIF file.

1. Create a folder to house the TIF files

Attachmen...
Contact List Filec

- i

2. Open the PDF document in T T — r—coms .
Adobe Acrobat Pro 2= 0 BeBDEIsOORIRE BCTHY Iy

w170 NG | = @ v 5D

3. Click File

4, Click Save As

Attac = crof
Edit View Window Help
% Open... Ctrl+O

Open From Acrobat.com..,

TH: Create

5. Select the folder that you created for the file save location
6. Change the Save as type: to
TIF

= Hide Folders Save to Online Accountf @’ Cancel I 0
7. Click Save |

The TIF files will populate in ] o - i
the folder where you — i —_ == —
selected to save. Each TIF aF T B = '

2% Computer - || Office 2013 Quick Start o

f”e W||| have the f||e name AttachmentA_Pa Attachmentf_Pa Attachments_Pa Attachments_Pa Attachmenta_Pa Attachments_Pa Attachmentd_Pa
ge 01 ge 02 ge 03 ge 04 ge 05 ge_06 ge 07

followed by the page —_ - = —— - — — =

number. i - =

AttachmentA_Pa  AttachmentA_Pa  AttachmentA_Pa  AttachmentA_Pa  AttachmentA_Pa  AttachmentA_Pa  Attachmentd_Pa
ge 08 ge 09 ge 10 gell gel2 ge 13 ge 14
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Multi-Function Device Process

Follow these steps to convert a paper document to a TIF file.

1
2. Select/Click the Scanner option

Put the document face up in the top tray of the multi-function device

>

Printer
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3. Select the file

scanning destination

(email to send it to)
4. Click Original Feed

Type
5. Click 2 Sided Original
6. Click OK

riginal Settinés
! H Sided if’r’iw]irr.-‘il

7. Click Send File

Type/Name
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8. Click Single Page

9. Click TIFF

10. Click OK

11. Click Start

12. Open the email or file
destination

13. Save all of the files
to a designated
folder

PStart Mo,

Attachment4_Pa
ge 01

Attachment4_Pa
ge 08

Attachment&_Pa
ge 02

Attachment&_Pa
ge 09

Attachment&_Pa
ge 03

Attachment&_Pa
ge_10

Attachmentd_Pa
ge 04

Attachment&_Pa
ge 1l

Attachmentd_Pa
ge 05

Attachment&_Pa
gel2

Attachmentd_Pa
ge_06

Attachment&_Pa
ge 13

Attachmentd_Pa
ge 07

Attachmentd_Pa
ge_14
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Inserting TIF files into an SCM Contract Document Process
Follow these steps to insert the TIF files into an SCM Contract Document.

1.

Open the Text e oo A ——— Tm - o
VOME | DSOT OGN PAGELAYOUT | RETADKES  MALNGS  ADEW VW ACROBAT |
Contract Document T N 9 | dagscet ABOCC 1.2 Ami 144, A 1111, AaBoCe 1. AsBt maca | |
e B ruemnr 4o¥oA B 5 & g THenting | THesdng? Hesing Thesdngd Tharms TP, 150Bo | b sy,

 Format Partes
board Shte Editing

and go to the page of
the document where
the
Exhibit/Attachment
TIF files need to be
inserted

Click the mouse in

the document where
you want the TIF files
to begin auto-flowing

Click Insert

®H S O

DESIGM PAGE LAY

Click Pictures HOME
B3 Cover Page~
[ Blank Page

[
'— Page Break ictures -

Damar Tahlar Tihackratioe
Locate the folder T ivser e =~z
where the TIF files @'t |, » AttachmentATiff Files = | 4 l ’ Search AttachmentATiff Files 0 |
for this Organize ¥ New folder =~ Al @
Exhibit/Attachment 2 5
m Microsoft Word ] s —= — = - . —= —— 3
are all saved - ] = =
- Favorites f_ = =
Bl Desktop = =

Select all of the TIF

m

files for this
Exhibit/Attachment
(“Ctrl A” or hold Shift
and click the first and
last document in the
folder)

& Downloads

| Recent Places

- Libraries

E] Documents
(J‘r Music

[/ Pictures
™ Videos

1% Computer

AttachmentA_Pa
ge 01

AttachmentA_Pa
ge 05

File name:

AttachmentA_Pa
ge 02

AttachmentA_Pa
ge 06

AttachmentA_Pa
ge 03

AttachmentA_Pa
ge 07

AttachmentA_Pa
ge 04

AttachmentA_Pa
ge 08

~ (Al Pictures

z

Tools ~ [ Insert |v] [ Cancel ]
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7. Click Insert s — iy =5

BE] Insert Picture e S S S S S “- —
_—
%v| |, « JeThayer » Desktop » AttachmentATiff Files - | 3 | | Search AttachmentATiff Files O |
Organize * MNew folder =~ M @

»

El Microsoft Word [

7 Favorites
B Desktop
& Downloads
%7'_ Recent Places

m

m

7l Libraries
@ Documents -
Ji Music
|5 Pictures

! Videos

1M Computer -

File name: "AttachmentA_Page 01" "Attachment4_Page

Tools

All of the Exhibit/Attachment TIF ==
pages will auto-populate in order in
the Text Contract Document — -

e ...I_...-__‘!':'-'

————T
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